Oregon Statewide Assessment System

Test Information
Distribution Engine

User Guide

PublishedAugustl, 2023

A

Cambium
Assessment

Descriptions of the operation of the Test Information Distribution Engine, Test Delivery System, and
related systems are property @ambium Assessment, If€A) and are used with the permission of
CAI



Test Information and Distribution Engine User Guide

Table of Contents

[ (oo 18 Tox 1 o] o (o T I {5 = 1
KBY CBINGES ..ttt 2
Three Things All TIDE Users Must KNOW HOW TO DO ........cccvviviiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee 2

AddING reCOrdS ONE A @ LM .. ..uuuiiiiiiiiiiiiiiiiibbibb bbb 2
Modifying existing records ONe At @ tIME .........ccooiiiiiii s 3
Adding or modifying multiple records at ONCE ...............eeuviiieiiiieiiiiiiiiiieiiieieeiieeieeeeeeeeeeeees 5

How to Activate Your Account & Log in t0 & OUt OF TIDE ..........uuuuiiiiiiiiiiiiiiiiiees 8
ACHIVALING YOUT QCCOUNT ...eeiiiiiiiiiiiiiieee ettt ettt ettt ettt s e e s ssesennnsesnnsnnnne 8
How to reactivate your account at the beginning of the school year..............ccccvvvvviiviiiinnnens 9
(oo o LaTe I 10 IR (o TN | R 10
LOGQING QUL OF TIDE ....euiiiiiiiiiiiiiiiittitetiiiiiie i 12

How to Access Secure Notifications in TIDE ..........ooviiiiiii i 14
How to distinguish NOLIfICALION TYPES .....uuuuiiiiiiiiiiiiiiiiiiiiiiiiii e 14
How to interact with Secure NOLIfICAIONS ..........uuuuuuiiiiiiiiiiiiiii e 14

How Users Perform TaSKS iN TIDE.........uuuuuuuuiiiiiiiiiiiiiiiiiiiiiiiieiiiiinene s 15
Performing Tasks in TIDE Before Testing BEgINS.........ccoivieeiiiiiiiiiiiieeeeeeeeeie e 15

Setting Up User ACCOUNS iN TIDE ........ccoiiiiiiiie e 15
Adding new user accounts 0Ne at @ tiME ........ccooviiiiiiiiiii i e e 15
Modifying existing user aCCouNts 0NE @ tIME.........cceivieeiiiiiiiiiie e e e 16
Adding or modifying multiple user accounts all at ONCe............cceeeviiiiiiiiiiiiiiii e, 17

Registering Students for TESUNG...........uuiiiiii e e 17
Modifying existing student accounts one at a time............ccccceeeeiieeiiieeciie e, 17

Viewing a history of changes..t.o..a.stutlent obds a

Uploading student accommodations and test toOIS...........ccccceeevii i, 20
Uploading student teSt reStriCtONS ......uuuiiii e e e e e e, 20
Adding new student accounts With TEMP IDS .......cooovviiiiiiiiiiiciec e 20
Updating Temp IDs to SSIDs through file upload..............cccciiiiiiiciii e 22
Updating temporary IDs to permanent IDsone ata time .........ccccooeeeeiiiiiiiiiiin e, 22
Printing PrelD [aDeIS ... e 23
Viewing reports of students who have transferred in.............cccccooeeii i, 25
Viewing reports of students who have transferred out .............ccccoeiiiiiiiiiiiiii e, 25
MaNAGING ROSTEIS ...ttt e e e e et e e e e e e e e e eetta e e e e eeeeeeennnns 25
Adding NewW rosters 0Ne at @ tiMe ........coeuiiiiiiiiiie e e e 26

Modifying existing rosters one at @ tiMe.........coooviiiiiii i e 27



Test Information and Distribution Engine User Guide

Adding or modifying multiple rosters all at ONCe ... 28
Managing TeSt WINAOWS ........uuuuiii s 29
Adding new test WINdOWS 0NE At & TIME .........uuumuii s 29
Modifying existing test windows one at a8 time ..o, 30
Adding or modifying multiple test windows all at ONCe............cccccciiiiiiiiiiie 31
Using TIDE during Test AdMINISratiON ..............uuueeuuiieiiiiiiiiiiiiiiiiee 31
MONITONNG TESE PrOGIESS. ... 32

Vi ewing report of student.s.f..curr.ent..t.82st st at

Vi ewing report of student sao..c.ur.r.ent..t.8st stat

Viewing report of teSt COMPIETION FALES ..........uui s 35
Viewing report Of teSt StAtUS COUES ........uuuuuiiiiiiiiiiiiiii e 37

FaY o] 0110 o [ PP P PP PPPPPPPPPPPPPPPPP 39
A ettt eeet—et————t—t—————————————————————————————————————————————————— 39
ACCESSIDIIITY SUPPOITS. ...ttt e e ee s e e sbesse s s e ss e s esesssesesessensennes 39

F ot oTo 18 a1 8 [ 1 (o =1 1o o PO 39
s 39
(O g F= 11T 0 To T T U T o 39
Changing Your Associated INSHtULION ............ooeviiiiiii e 39

5 PP 40
Deleting Records from TIDE ..........cooiiiiiiiiiiie e e e e e e e e e e e e eeaaane 40
PPN 40
EXporting RECOIdS iN TIDE .......uiiiiiiieieci et e e e e e e e e e e e e enaanes 40
PP 41
Fields for Remote AdMiINISIrAtiON ...........uuuuruieiii e 41
Fields in the Embedded Designated Supports Panel...........cccccceeeiiieeiiiiiiiiiii e 42
Fields in the Embedded Accommodations (For Students on IEPs or 504 Plans) Panel .42
Fields in the Test ACCESS PaNEl...... ... 43
Fields in the VIEW/Edit USEr PAgE..........uuiiiiii et eeeeaaaaas 43
File Format of the Plan and Manage Testing RePOrt.............ooviiiiiiieeiiiiiiiiie e 44
File Format of the Raster Upload File ...........c.cooiiiiiiiiiii e 46
File Format of the Test Completion Rate REPOIt........ccoooeeiiiiiiiiiiiii e 46
File Format of the Student Restrictions Upload File ..............ccoooiiiiiiiii e 47
File Format of the Student Test Settings and Tools Upload File ...........ccccccoooviiiiiininnnnnn. 48
File Format of the Test Status Code REPOIT........couuiiiiiii e 49

File Format of the Test Window Upload File ..o, 49



Test Information and Distribution Engine User Guide

File Format of the Update Temp ID to SSID Upload File...........ccccooiiiiiiiiis 50
File Format of the User Upload File ... 51

[ TP PP TP OPPPPPPRP 52
HEIP AN USEI SUPPOIT ... s 52
PP TP OPPPPPRP 53
PasSWOrd INFOIMEATION ... s 53
Printing RECOrdS iN TIDE ........uii s 53

R T PP 54
Searching for RECOrdS iN TIDE .........ooviiiiiiiiiiiiiiiiiiie ettt 54
Searching for Students by ID or Users by Email............cooovviiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeee 56
Y=o | (=T =T o (=T R 56
Viewing Documents in the Secure File Center...........ccocoooiiiiiiiiiiiees 56
Sending Files from the Secure File CENter ............uuuuuiiiiiiiiiiiiiiiiiaes 58

L PPN 59
Test Opportunity StatUS DESCHPLIONS. .....uuuutiiiiiiiiiiiiiiiiiitieieiiaeieb e 59

U e ettt e e e e et e e e e e e e e 61
USEr ROIE PEIMISSIONS .....ciiiiiiiiiiiiii it 61

LY PP OO TP T TP PPPPPPPPPTPPR 63
Valid Values for Tool Names in the Test Settings Upload File ..............ccoovvviiiiiiiinennnnns 63



=

Test Information and Distribution Engine User Guide

Introduction tad'IDE

This user guide provides instructions on how to G$BE

At its core,TIDHs a registration system for users who will acagssmbiumAssessmeninc. (CAl)

systems and students who will takRAltests. Users of alCAlsystems must be added foDBEbefore

they can access aryAlsystem. Students must be addedTtDEbefore they can test in TDBRosters
maybe added inTIDEsothe CentralizedReporting System (CRS@an display scores at the classroom,
school, district, and state level. During testing, TIDE users cartpNid L 5 f F 6 Sf & 2 NJ a
and monitor test progresslo use TIDE, users navigate to the OSAS portal (osasportal.org).

Figure 1. TIDE Dashboard

O &

PreparingforTestng  ;dministerin g Tests.

You can us@lIDBo perform the following tasks:

You can add newsersor modify existingiser accountsn TIDEso district and school users can access
TIDEand otherCAlsystems. Users must be registeredibBo access otheCAlsystems.

You can modify existingfudent accountsso students can take the correct tests with the correct test
settings at the correct time. Students must be registere@liDRo test inthe TestDelivery System
(TDS)

You can addew rostersor modifyexistingrosters Rostergepresent classes or other groups of
students. After testingTIDEsendsrostersto the Reporting Systerao those systems can display scores
at the classroomschool, district, and state levels.

You can add newtest windowsor modify existingest windowsin TIDBo create customized testing
windows to manage your district or school testing schedule.
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TIDHivides tasks by user role. Users with higher roles will have access to more tAdR&an users
with lower roles Districtlevelusers have access to the most taskspfetld by schoaclevel users,
teachers, and test administrators.

Key Changes

The list below describes key changes to the document foR@232024 school year.

Updatedall Secure Inboreferencego Secure File Center

Updatedscreenshots showing thEIDE banner and icons to show the new unified header
Removedseefrom all figure references to be more inclusive (fré8ee Figure ¥xo dFigure 1@)
Added information on the View Student History new feature.

Updated the roster and upload user interface

Added information on Secure Notifications in TIDE.

=A =4 =4 -4 -4 =

Three Things AlNIDEUsersMust Know How To Do

Records for users, students, arastersmaybe added tolTIDEand kept up to date for the testing
process to flow properly. Usemnsust beadded toTIDEoO have access to aryAlsystems. Studentsiust
be added toTIDEo test. Rostersaddedin TIDE £ t 26 &2dz G2 @ASH &2 dzNJ & dz
by other meaningful groupinga CRSIf rosters are not created, you will see test results by grade level
and school iCRSThe process for adding and modifying record$liDEs largelythe samefor all user
rolesandrecordtypes

All TIDEusers must be familiar with the following actions, as they are the same for Users, Students,
Rostersand Test Windows:

Addingnew recordsone at a time.
Viewingor modifying existing records one at a time.

Uploadingmultiple new records omodifying multiple existing records in the same file.

Addingrecords one at a time

1. Start at the dashboard that appears when you first log ifiOE select the task for which you want
to add a new record, and sele&tld.

2. On the page that appears|lfout the information, verify its accuracy, and sel8etve

Figure 2. Add User

AJ<

© Cambium Assessment, Inc. 2
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Figure 3. Add Student Temp ID (ELPA Screener Only)

Add Student Temp ID (ELPA Screener Only)

o Use this page to add students with temporary IDs to assessment systems. more info v

| Save | | Cancel |
*District. “Legal Last Name'I:|
“Schoal “Date of Birth :l

District/Local Student ID

Figure 4. Add Roster

Add Roster

@ Start by selecting a school before adding students in the next step. more infa v

= Select School for Roster

*District: |- Select - v
*School: |- Select - v

Modifying existing reords one at a time

You can vievand editexisting records one at a time or multiple existing records all at once through file
SELRNI® LT I NBO2NRQ& AYT2NXYI (NDFyoudiOst goltbes | F G ¢
record to match the most up to date information. You can also dedeteerecords fromTIDE

1. Begin by searching for the record you want to modify. Start at the dashboard that appears when you
first log in toTIDE select the task for which you want to search for records, and select

View/Edit/Export. Fill out the form that appears and sel&x#arch Not all fields must be filled in to
perform a search.

Note: In the Schoobrop-down list, users can begin typing in tBearcHield to filter results. You can
enter part of or your complete school name or school ID.

Figure 5. View/Edit/Export Student

View/Edit/Export Student Test Settings and Tools
@ Use this page to view, edit, or export students. more info

i N
“Schoo [None seleced . T
SsID |:I Enrolled Grade: | None selected v

Student ID Type: | None selected o District/Local Student ID

= Advanced Search

Search Fields: | - Select - v Additional Criteria Chosen:

- | Remove All | | Remove Selected

© Cambium Assessment, Inc. 3
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2. A popup window appears, allowing you to view or export search results or modify your search. To
view and edit search results, seledtew ResultsTo export all search results to tisecure File
Centerfrom the popup window(Eigure6), selectExport toSecure File Centand then select
either Excelor CSV The search results will be exported to y&ecure File Centand you will
return to the search form.

Please note the View Results button may be disabled if the search results contauhsr&oon all
districts or all schools.

Figure 6. Search Results

®

Your search returned 1,330 results

| View Results | | Export to Secure File Center v | | Modify Search |

3. If you selecView Resultsthe search results will appear in a table. To edit individual records, select
the edit button by the record you want. To delaisers mark the checkbox by that record and

[}

select

To export records, mark the checkbox by that record and st

Figure 7. View/Edit/Export Student Search Results

View/Edit/Export Student Test Settings and Tools

o Use this page to view, edit, or export students. /more info +

= Search Students

Number of students found: 625
Filter results 1-50 of 625 records | Page: IIl of 13 »

»
| Edit | School Information Student Information

District ssID Student | Legal First Name Legal Last Name Dateof | Enrolied
ID Type Birth

O / 9999 99998889 | 9999999726 SSID LORRAINE Demo 12282006 Grade 01

© Cambium Assessment, Inc. 4
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Figure 8. View/Edit/Export User Search Results

View/EdiUExport Users

i, odit, of export users. | rase nfs -

Addingor modifyngmultiple records at once

Rather than adding or modifying records one at a time, you may want to add or modify multiple records

all at once. File upload allows you to do this. Records not previeaslyp inTIDEwill be added toTIDE
through file upload. Records already set u IDEwill be modified with the updated content from the

upload. To upload records, you must be familiar with spreadsheet applications and/or ceepaeated
value (CSV) files.

1. Start at the dashboard that appears when you firgtiotoTIDE &4 St SOG GKS G a1

to upload records and seletipload An upload screen will appear where you can download a
template file.

Figure 9. Upload Roster

Upload Rosters

@ Use this page to upload a file of rosters you want to add or modify. more info v

Upload
Find a file

Step 1: Upload File

————————————————————————————————————————————————————

Template

The format of your data is
important. Use a template to get
started.

Download Template
'
Drag & drop a file to upload 0 History
g View a history of uploads to this page.
Choose File E
:
____________________________________________________

2. hyOS @&2d2Q@S R24yf2FrRSR YR FTAft SR 2dzi GhéoSe (S

Fileor drag and drop the filthen upload it toTIDE SelecNext. Theupload preview screen
appears.

© Cambium Assessment, Inc. 5

3dIL 01 UoIONPOIIU|

T2 NJ

Y LX |




Test Information and Distribution Engine User Guide

3. hyOS ©2d2Q08 OSNAFASR (KS Ay NexhaNainiThevglidafiof sciednS

Figure 10. Upload Rosters Preview Page

Upload Rosters

@ If the values in the columns do not match the headings in the table, use a template from the previous Upload Rosters page.

© 2]

Upload Preview
Find afile Preview upload

Step 2: Preview

Check that you've uploaded the correct file. Only the first 10 rows display on the preview.

1

9999 99999999 9999000538 SSID Test
2 9999 99999999 4999000539 SsSID Test
3 9999 99998889 9999999920 SsiD Keyshawn
4 9999 99998889 9999999933 SSID LAUREN
5 9999 99998839 4999999752 SsiD GERALDINE
6 9999 99998889 9999999765 SsiD JOANN -

appears.

Figure 11. Upload Rosters Validate Page

Upload Rosters

@ Review the valigation results below. |moreinfo -

o o o

Upload Praview Validate
Find afile Praview upload Fix emmors

Step 3: Validate

@ 3record(s) will be processed
© 1 record(s) with errors cannat be processed. To include these records, review the tables below. Then edit and upload your revised file

Summary

Shows an overview of issue types in your file with the number of times each issve occurs. Gives a solution for esch type when possible.

e [ S

€ Error: student 10 1z not enalled in this Schoo: 1 Use 3 Student 10 that Is enrolled In the Scheal. [ETorCode700514]

Details

Shows the Recard Number and column of each issue in your file. Salect the icons for infarmation about each isswe. Note: Record Numbers are one less than the row numbers for Excel
files with column labels in the first row.

recorsrumser [t | semwatio [p— [— —

1 o | @test user sampie 1 (%]

| Upload Revised File ” Continue with Upload || Downlead Validatien Report |

4. |If there are any issues with the fildye validation screen shows errors or warnings.

A To make edits to the file before proceeding, seldptoad Revised Filto restart the process

A To view a lisbf issues with the file, sele€ownload Validation Report

>\

>\

2dzQf

To continue with the upload despite errors or warnings, seGanttinue with Upload The
confirmation screen appears.

Caution Records with warnings will be processed, but records with errdfsiatibe processed.
YySSR (G2 SRAG GKS NRga. 6A0K SNNRBNR |y

© Cambium Assessment, Inc. 6
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Figure 12. Upload Rosters Confirmation Page

Upload Rosters

o © © o

Upload Preview Validate

Receive Confirmation
Find a file Preview upload Fix errors

All done

+/ Your file has been uploaded.

@ 3 record(s) were processed.
€ 1 record(s) with errors were not processed.

Upload New File || Downlead Validation Report || Download Rejected Records

© Cambium Assessment, Inc. 7
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How to Activate Your Account & Log iR twut ofTIDE

YourTIDEadministrator(usually the DTC or STeZgates your account, and théiDEsends you an
activation emailThis email containalink that takes you to thdResetYourPasswordpage inTIDE
where yal can set up your passwofdr logging in toTIDEand other applicabl€Alsystems This link
expiresl5 minutesafter the email was sentf you do not set up your password withHis minutes you
need to request a new link as describediilk S &4 $&3swbrd iformatiohin the appendix.

If you do not receive an activation email, check your spam folder. Emails are sent from
DoNotReply@cambiumassessment.c@m you may need to add thesldress to your contact list.

At the beginning of a new school year, ydubEyassword and security detaigll be automatically
reset. You will receive an email frddboNotReply@ cambiumasssment.conto notify you of ths
occurrence and to alert you that you will not be able to log ifiiDEor any other system until you
reactivate your account for the new school yegollas (G KS Ay adNHzOGA2ya Ay
NEI OGAGlIGS &2dzNJ | O02dzyié o0St2¢ (G2 NBIFIOIGADIGS

Activaing your account
1. Select the link in the activation email. TReset Your Passwoghge appearsHigurel3).
2. IntheNewPasswordand ConfirmNewPasswordields, enter a new passwor@he password must

be at leasteightcharacters long anthust includeat leastone lowercase alphabetic character, one
uppercase alphabetic character, one number, and one special chafaaieps #, or !).

3. SelectSubmit

Account activation is complete. You can proceed IDEby selecting th@ est Information Distribution
Engine (TIDEard Eigurel8) on the portal page.

Figure 13. Reset Your Password Page

Reset Your Password

© Fleasecreate a password in accordance with the New
Password Requirements

New Password

m Confirm New Password

Return to Login Page

© Cambium Assessment, Inc. 8
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How to reactivate your account at the beginning sthoel year

At the beginning of a new school year, your TIDE password and security details will be automatically
reset. You will receive an email fraddoNotReply@cambiumassessment.cammotify you of this
occurrence and to alert you that you will not be able to log in to TIDE or any other system until you
reactivate your account for the new school year.

1. Navigate to theOSAFortal psasportal.orj
2. Sekctyour user role. Then select the Test Information Distribution En@il2g card.

3. SelectRequest a new one for this school yearheReset Your Password: Find Accopage

appears figure15).

Figure 14 Login Page

Forgot Your Password?

First Time Login This School
Year?

The password you used during the previous
school year has expired.

Reguest a new one for this school year.

4. Enter your TIDE email address and sefdimit TIDE sends you an email containing a link to reset
your password.

5. Select the link in the activation email. TReset Your Passwophge appearsHigurel3Error!
Reference source not founyl.

6. IntheNew PasswordndConfirm New Passwofitlds, enter a new password. The password must
be at leaskightcharacters long and must include at least one lowercase alphabetic character, one
uppercase alphabetic character, one number, and one special characteegeé.gor !).

7. SelectSubmit

© Cambium Assessment, Inc. 9
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Figure 15. Reset Your Password Page

Reset Your Password

Enter your email address to find your account

2
e

Return to login page

During the reactivation process, you will be taken to Erdger Cod€Figurel6) page and asked to
provide the authentication code sent to your email.

z

A IntheEnter Emailed Codild, enter the emailed code and sele&stnbmit

A You must enter the code within fifteen minutesthe email being sent. If your code expires, you
can request for a new code by selectiRgsend Coden the Enter Codgage.

Figure 16. Enter Code Page

Enter Code

0 A code has been sent to your email address. The code
will expire after 15 minutes.

E Enter Emailed Code

Resend Code

Cancel

Loggingin toTIDE

Donot share your login information with anyone. 8lAIsystemsprovide access to student information,
which must be protected in accordance with federal privacy laws.

1. Navigate to theOSAPortal psasportal.ory

2. Select your user rol@=igurel?).

© Cambium Assessment, Inc. 10
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Figure 17. User Cards on Portal

USER

Test Administrators Test Coordinators
Access systems used before, during, and after Access secure browsers and technology
testing and review key resources. documentation.

3. SelectTest Information Distribution Engine (TID&igurel8). TheLoginpage appearsHigurel9).
Figure 18. TIDE Card

SYSTEM

EET

Test Information Distribution
Engine (TIDE)

Manage users and student
information, and monitor test
progress.

4. On thelLoginpage, enter the email address and password you use to accésAlajistems.

Figure 19. Login Page

Forgot Your Password?

5. SelectSecure Login

a. If you have not logged in using this browser before, or if you have cleared your browser cache,
the Enter Codgage appearsHigure20) and an email is sent to your address. This applies every
time you acces$IDEwith a new browser. The email contains an authentication code, which you
must use within fifteen minutes of the email being sent.

i. IntheEnter Emailed Codild, enter the emailed code. If the code has expired, select
Resend Cod# request a new code.

© Cambium Assessment, Inc. 11
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ii. SelectSubmit

b. If the Terms and Conditiongage appears, you should review the terms on this page and click
Acceptto proceed.

Figure 20. Enter Code Page

Enter Code

(/] A code has been sent to your email address. The code
will expire after 15 minutes.

B Enter Emailed Code

Resend Code

Cancel

TheDashboardfor your user role appears. Depending on your user rolBEnay prompt you to select
auserrole, district, or schodio complete the login.

Working withTIDEN more than one browser tab or window may result in changes in one tab
overwriting changes made in another tab. Do not have more thanTéB&bdrowser tab or window open
atthe sametime.

Loggingout of TIDE
In the TIDBbanner Figure2l), selectLogOut.

Figure 21. Log Out

B v @ 0 demo demo A

ACCOUNT
Change Role
My Contact

Reset Password

Log Out

ROLE

Administration
Oregon Statewide Assessment System

User Role
District Test Coordinator (DTC)

District
zzz Cambium Training District - 9999

© Cambium Assessment, Inc. 12
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Logging out o IDHogs you out of moIDSASystems. However, you will not be logged out of the TA
Interface in order to preventhie accidental interruption of active test sessions.

© Cambium Assessment, Inc. 13
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How to Access Secure Notifications in TIDE

TheSecure Notification Banner displays alerts, warnings, and informatmessagesbout the OSAS
assessment progranThe banner displays at the top of every page in TIDE when active notifications are
published Eigure2?). Often, the messages will contain tirsensitive information, such as dates for

TIDE system downtime or test window extensions due to inclement weather. These settications

can only be accessed after logging in to TIDE.

[1 Note: All user roles can view all secure notifications.

Figure 22. Example of One Notification Type on the Secure Notification Banner

< |Mark as Read /N Testing Warning (2/5) ® >

How to distinguish notification g

Notifications are ranked based on importance, differentiated by an icon and the background color.

9 Info notifications denote minimum severity. They are marked and appear over blue
backgrounds.

1 Warningsdenote medium severity. They are marked V\& and appear over yellow
backgrounds.

1 Alertsdenote maximum severity. They are marked and appear over red backgrounds.

How to interact with secure notifications

Active notifications appear each time yaglin to TIDE and can be dismissed once read. However,

depending on how you dismiss the notification, the same notification may display the next time you log
AY AT AG Aad RdAdNAYy3I GKS y20AFAOF (A 2 yNuk asiRaKaBR dzf
the @ icon to understand the difference.

Mark as Read Removes the notification from the top of the page and closes the notification window if
open. These notifications can be viewed again by clearing your browser cache during th
scheduled displageriod for the individual notification or if the same notification is
unpublished and republished

View More Displays a window with the full contents of the notification.

Close Icor® Removes the natification from the top of the page for the durationairyactive
session and closes the notification window if open. Notifications closed @mgturn
when you refresh the page or the next time you log in during the scheduled display
period for the individual naotification.

Arrows( > Moves to next or previous notification. Only appears when multiple notifications are
active, indicated by current/total notifications bele the notification name.

174

© Cambium Assessment, Inc. 14
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How Users Perform TaskSiIDE

Users can perform most of the tasks availabl&IDE Some ofltese tasks must be performed before
testing beginandsome must be performed during testing.

Perfornmg Tasks inTIDEBefore Testing Begins

Before testing begins, usensayperform the folbwing tasks iTIDE

Set upuser accountgor schoollevel users so they can log inTtDEand otherCAlsystems. If user
accounts are not set up before testing begins, those users will not be able to acce3alapgtems.

Set uptemporary IDs(for ELPA Screener onlgd studcents can take the correct tests with the correct
test settings at the correct time.

Set uprosterssothe Reporting Systernan display scores at the classroom, schaotidistrictlevels.
Set up customizetest windowssothe correct tests are availablghen you need them.

SettingUp User Accounts iIADE

Users must set up user accounts for schieslel users to sign in tdIDEand otherCAlsystems. If these
dza SNE R2y Qi KI ODEihe) @i niaybé able t SciesstaBlssiéms.

Addingnew useaccountsone at a time

If your role allows it, yogan add users t®IDEone at time. To learn more about adding recordSt®E
one at a timeyeviewll K S & @ddingkeRoyds dne atatime A yhtra@luct®on.

1. From theUser Informationtask menu, selecAdd Users TheAdd Usergage appears.

Figure 23. Add Users

2. IntheEmail Address A St RY Sy GSNJ (KS ySg dRdbusanar add Mllesktd
use with this email Additional fields appear.

3. 9YGSNI KS yS¢ dzaSNIDa& ¥ A NA (asHflagded Hy théasterigh)ey ddhar
details in the optional fields.

Ay

a. The Test Group field controls which tests the user is allowed to administer. For example, the

A M L A

G{dzYYlI dA9Sé¢ ¢Sad DNRdzJ Ydzad 68 asSt SOMAIR

02

0KS a9 t! { davoMpmiust i Saelectad Sozadminister the ELPA Summative or Alt

ELPA testdJsers may be assigned any combination of these Test Groupdaurallest Groups.
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Figure 24. Add User i Additional Fields

4. From theRoledrop-down, seleta role. From the drofowns that appear, select a state, district,
and school, if applicabl®&lote: Users may only have one role but may have the same role in multiple
institutions.

5. Optional:To delete a role, sele next to that role.

6. SelectSave In the affirmation dialog box, seleCbntinueto return to the Add Userpage. TIDE
adds the account and sends the new user an activation email from
DoNotReply@cambiumassessment.com

Modifying existing useaccountsone a time

You can vievand modifyexisting user accounts one at a time or multiple existing user accounts all at
once throughfileimLI2 NIi® LF | dzaSNDa Ay TF2NXI (A ZNDEWKrhugtd S &
SRAG GKS dzaSNJ FO002dzyd G2 YIGOK GKS Y2aid dded G2
the most up to date information, the user may not be able to access dilddsystems or features

within those systems. You can also delete users ffobE

1. From theUser Informationtask menuy selectView/Edit/Export Users TheView/Edit/Export Users
page appears.

2. Retrieve the individual user account you want to view, edit, export, or delete by following the
LINE OS RdzNB  AMbdifiiirkg istinrépids che/at aitimé A yhtrodiuctidn.

3. Inthe list of retrieved user accounts, selfor the user whose account you want to view or e

4, IfyolNJ NBRf S |ff2ga AGX Y2RATE (KS Fidds & MmRdewkd ti
UserPagein the appendix as a reference.

5. Optional:To delete a role, seleyS EG G2 GKFG NRfSo® | 2dz Oy
from the search results table.

6. SelectSave

7. In the affirmation dialog box, selecontinueto return to the list of user accounts.

© Cambium Assessment, Inc. 16

3q1L Ul SYSB | WIopad SIasn MOH

¢ —

-+
(SN



Test Information and Distribution Engine User Guide

Adding or modifyngmultiple user accounts all at once

You can also add or modify multiple user accounts all at once through file upload as shown in the
a S O GAddngor modifying multiple records at oncé A yhtraguctidn

1. From theUserInformation task menuselectUpload UsersTheUpload Usergpage appears.

2. Following the instructiond y (i K S AddiSgorimodifyhg nultiple records atonce Ay (i
ly 4§ N2 RdzOG A 2y | yFRe Fdméak of tHe Usd¢ Splodd Edafth® apgendix as a
reference, fill out the template and upload it ©dDE Users who have not previously been set up
TIDEwIll be added ifTIDE Users who already have accounts set uplDEwill have their accounts
modified with the updated content from the upload.

Registeing Students for Testing

Studentsare registered for summative testing in the SSID System on the ODE secure website. Student
test settings and toolsust bemodifiedin TIDEprior to testing.

Modifying existing student accountsie at a time

. 2dz Oy @ASé6 YR SRAG RSGFATSR AYF2NXNIGA2Y |02
participation reportand rosters to which students are actpi€available.

J&1L Ul SYSe| WIoPad SIS MOH

1. From theStudent Informationtask menu on th& IDEdashboard, seled¥iew/Edit/Export Student
Test Settings and Toal§ heView/Edit/Export Student Test Settings and Toplage appears.

2. Retrieve the individual student account you wantview, edit,or exportby following the procedure
Ay 0 KS MadByibdiekiing reérds one atatimé Ay GKS LYGNBRdzOGA2Yy @

3. Inthe list of retrievedstudents, sele for the student whose account you want to view. The
View/Edit Student: [Student's Namdprm appears.

Figure 25. View/Edit/Export Student Test Settings and Tools

View/Edit/Export Student Test Settings and Tools

@ Use this page to view, edit, or export students. |more info v

== Search Students

*District Legal First Name: I:l
*Schoot: | None selected v tegal tasthame: [ ]

sso Enrolled Grade: |None selected v
Student ID Type: | None selected v District/Local Student ID Number. I:l

B Advanced searcn

Search Fields: | -- Select - v Additional Criteria Chosen:

| Remove All | | Remove Selected

Add

4. From theStudentParticipationpanel,viewli KS a G dzRSy 4 Qa GSad LI NIAOA W GA
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5. From theRosterganel, view rosters to which the student is currently active, if available.
6. LT @2dzNJ dzZiSNJ NBfS Iff2ga A0 Y2RATEe (GKS aiddzR

f Inthe availabldest settings and toolpanels, modifghed i dzZRSy G4 Q& G Sad asi
table ¢Fields in theEmbedded Designated SuppoRane | KieRls i the Embedded
Accommodations (For Students on IEPs or 504 Plans)éfaitied appendix as a reference.

The optionsavailable fora test setting argrouped to indicatef anoption isa designated
support oran accommodationThe panels displé | O2f dzyYy F2NJ SI OK 2
You can select different settings for each test, if necessary.

1 Oregon offesthe Alt ELPAssessmento eligible students. In the Test Access panel, ensure
the Alt ELPA Tester radio button is set to Yes foibdigtudents.

NOTEStudents who will participate in a remote test session (sample, intg@iRisummative
remote test session) are required to have parental consent for A/V monitoring. Once parental
consent is obtained, districts need to update the Pardnt / 2y aSy i F2NJ ! k
GAUGK OF YSNI ¢ 2NJ &, Sax gAGK2dzi OFYSNIé¢ 2y
able to log in to a remote test sessioRor summative remote test eligibility, a studentistalso
havetheRer2 1S ¢ Sa G SNJ FASE R Ay (KSIftheiPdath@IyCansent3od A/
Monitoring field is left blank or settd b 2  w S Y 2 (i e stuBehtiwill yoBLE able to test
NEY2GStesxs S@Sy AF GKS wSy24S ¢SaidiSNI FASER

Remote Tester: @ Yes O No

Parental Consent for AV Monitoring]| - Select -

Yes, with camera
Yes, without camera
No Remote Testing

More information about remote testing requirements is available inltheeer Guide for Test
Administrators for Remote Summative Administration.

Tochange a test settingafter the test startsfirst check the TA interface

1 If the setting is editable in the TA interface, it must be changethedA interface.

© Cambium Assessment, Inc. 18
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1 If the setting is not editable in the TA interface, it must be changed in TUB&s should
have the student log out of the test, make the update in TIDE, and click Save. The test
administrator should see the change applied on the student's test settingsylage
approving the student to test. During times of busy testing, it may take several minutes
for the change to be applied.

Certain est settings araot editableafter students begin a test, includifyesentation
Glossaries for Math PTELPAomain Exemptions, and ELR#§hSchool Proficiency Met
Exemptiors. Tochange any of the listed test settings, users nmaugimitan impropriety request
to ODE.

7. SelectSave

8. Inthe affirmation dialog boxselectContinueto return to the listof student records.

Viewnga hi st ory of changes to a studentdés account

¢tKS +AS¢ {GdzRSYy(d 1 AaG2NE FSI GdzZNB LINPOPARS&A RSO
by both TIDE users and automated processes. The information intheldsd SN a y I YS 2 NJ
initiated the change.

You can view a history of:

w oerd Changes

w {(0dzRSYG LYF2NXIGA2Y YR ¢Said {SdadAay3a
w 9YNRBEfftYSyld FyYyR w2aidSNa

w ¢Sad 9t AIAOATAGE

Each user role can only access the same information in the history as the user role has access to in the)
student information screens. The history is limiteddisplaying changes frothe start of the previous
academic yeato the present. All times shown are displayed in US Eastern Time (ET).

¢t2 O00Saa || ailidzRSyiQa KAal2NRY
1. From theStudentinformationtask menu on théIDEdashboard, seled¥iew/Edit/Export Student
Test Settings and TanTheView/Edit/Export Studenfest Settings and Tapage appearsHigure

25).

2. Retrieve the individual student account you want to view by following the procedure in the section
oModifying existing reords one at a timé&in the Introduction.

3. Inthe list of retrieved students, sele for the student whose account you want to view. The
ViewEdit{ G dzZRSyYy (Y «{ ivdzRBappes bl Y S8

4. From the top of the page, select théew Historybutton.

syse| wlojad SIasn MOH
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5. Review theRecent Change®r an overview of all changes or select another tab to view only those
changes.

6. Optional:Use the filters and search options to limit the information shown in the history.

Uploadng student accommodations and test tools

If you have many students for whoyou need to apply test settingd may be easier to perform those
transactions through file uploads. This task requires familiarity with composing cesapaated value
(CSV) files or working with Microsoft Excel.

1. From theStudent Informationtask menu on th& IDEdashboard, seledt/pload Student Test
Settings and ToolsTheUpload Student Test Settings and Tepage appears.

2. C2ft2Ay3 GKS Ay aAddibize inadfyigmuliipié redokiSat agn@ O ik A 2 yi
Introduction and using thé I 0 Fil&SForénat of the Student Test Settings and Tools Upload Fil
the appendix as a reference, fill out the Test Settings template and upltadiDE

Uploadng student test restrictions

If you have many students for whom you need to set up test restrictions, it may be easier to perform
those transactions through file upload$i3 task requires familiarity with composing conyseparated
value (CSV) files or working with Microsoft Excel.

1. From theStudent Informationtask menu on the TIDE dashboard, seldégload Student
Restrictions TheUpload Student Restrictiopage appears.

2. Following the instructions in the sectiéAddingor modifying multiple records atonce A Yy
ly G NB RdzOG A 2y | yFike Fda@ak ofti@ Stiidr Redtiliciois&pldad Eile A y i K
appendixas areference, fill out the Test Restrictions template and upload it to TIDE.

Addingnew student accounts witlemplDs

For the ELPAcreeneyif an SSID is not yet available for a studgnt) cancreate a Temp ID fdesting
purposes in TIDHhis task is only applicable to the ELPA Screener assessment and only adds students
with TemplDs.If available, SSIDs should be used to administeEttieA Screenenless otherwise

instructed by ODE

This process is only availatfor the ELPA Screener and not the Summative BLRA ELPAests.

Temp IDs associated with the same institution as the permanent SSID may be updated to the SSID to
associate the ELPA Screener result with the stud&8¥ record. Student records ¢aupdated via

the Student Details Page or via the Update Temp ID to SSID task.

Temp IDs can only be generated by TIDE or through the TA Interface.

1. From theStudent Informationtask menu on the TID#ashboard, selechdd Student Temp
ID(ELPAScreener Only). Thedd Student Temp |fage appears.

© Cambium Assessment, Inc. 20
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Figure 26. Add Student Temp ID

Add Student Temp ID (ELPA Screener Only)
@ Use this page to add students with temporary IDs to assessment systems. | more info v

| Save | | Cancel |

“District fegallastName [ ]
*School oaeotmn |
*Legal First Name |:| *Enrolled Grade
District/Local Student ID

4+ TestAccess
=+ Embedded Designated Supports

4+ Embedded Accommodations (For Students on IEPs or 504 Plans)

| Save | | Cancel |

2. In the Student Informatiorpanel, enter the student's demographic informatiorerify all
information for accuracy prior to creatingf@mp ID.

3. IntheTest Accegsanel, leave all options as. These do not apply to the ELBéeener.

4. In theEmbedded Designated Suppatsd Embedded Accommodatiopanels, enter the student's
settings for theELPAScreener test onlyThe panelslisplay a column for each test, but since this
TemplDwill only be used for the ELFSkreener, you only need to update settings for that test.

5. ClickSave A confirmation message is displayed that includes the student's Temp ID.

6. ClickContinueto return tothe Add Students Temp Ipage.

,2dz Oy NBUGUNRSGOS (KS aidzRSyidQa revBW®NR dzaAy3d (K
sectionéSearching for Students by ID or Users by Emaik y G KS | LILIS/iGWRBRdEBxpodt NJ F
Studentpage feview(i K S a $auifyin@ eKisting student accounts one at aténeé (12 @OASg |
0KS addzRSyiQa RSGlIAfaD

Figure 27. Confirmation Message: Student Added with Temp ID

=

Add Student

Joseph Smith added to students.

Temporary 10 assigned: ORT-149
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When you create a second Temp ID for the same student, you will receive the error message hisdow.
warning means that a Temp ID exists for a student with similar or idedgrabgraphianformation; it
does not indicate that the Temp ID creation praeésis failedYou may create a second Temp ID for the
alYS aitdzRSyid AF 82dz ySSR (2 NBadl NI GKS GSai
Continueto confirm creation of thenew Temp IDor clickCancel to exit and discontinu¢ghe Temp D
creationprocess.

Figure 28. Student Existed Warning
=

Student Existed Warning

An Error has occurred: TEMP_ADD_MATCHFOUND

| Continue | | Cancel |

UpdatingTemplDs to SSIDs through file upload

If you have many students witfemplDs that youwvish to updateto SSDs,it may be easier to perform
thosetransactions through file uploads. This task requires familiarity with composing cesepaated
value (CSV) files or working with Microsoft Excel.

1. From theStudentinformation task menu on the dashboard, selé¢pdate Temp IDd SSID
TheUpdate Temp IDotSSIpage appears.

Figure 29. Update Temp ID to SSID page

2. C2ft26Ay3 (KS Ay aAddinzd inadfyigmulipié redokiSat gn@ O A/ 2 yi K&
LYGNRRdzOG A 2y | BlldFordzit af yhal UpdakeSemp IDad SSID é@pload Fild y G K S
appendix as a reference, fill out thépdate TemplDto SSIDemplate and upload it to TIDE.

Updatingemporary IDs to permanent IDs one at a time

You can assign permanent IDs to students with temporary IDs one at a time througtewé&dit
Students form.

1. From theStudent Informationtask menu on the dashboard, seladGew/Edit/Export Student Test
Settings and ToolsTheView/Edit/Export Student Test Settings and Togage appears.

© Cambium Assessment, Inc. 22
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Figure30. View/Edit/Export Student Settings and Tools Page

View/Edit/Export Student Test Settings and Tools

© Use this page 1o view, edit, or export students. ‘more info +
“District | — Select - v sudentsFisthame [ |
*School | None selected v Student's Last Name
so[ @ Enrolied Grade: | None selected =
Student ID Type: | None selected . tocalStudent DNamber [ ]

B Advanced Search

Remove Al Remove Selected

2. Retrieve the individual student account for whom you want to assign a permanent ID by following
0 KS LINE OS R dzNJBlowito/modifk éxistiagSeddrds 8ng at é tine A yhtraductn.

3. Optionat Fromthe Student ID Typédrop-down list, seleciTemp ID

4. In the list of retrieved students, seI for the student with a temporary ID for whom you want
to assign a permanent ID. Theew/Edit Students: [Student's Namédrm appears.

Figure3ld +ASgk9RAG {GdzRSyiday w{ilidzRSyiQ
x]

View/Edit Student: Jane Sample

@ Use this form to modify a student's settings. |mare info +

g = Student Information

a

= District Sample District Date of Birth: | 01012010
]

o School Sample School Enrolled Grade:

g ssi0 [ORT-809 7 @ Preferred First Name

°

[5) Siudents Last Name Preferred Middle Name

st )
Students Middle Name: DistrictLocal Student 1D Number I

English Learmer. O Yes O No

5. From theStudent Informatiorpanel, in theSSIDield, select 7 and enter a permanent ID for the
student. Permanent IDs must be up to 10 numeric characters.

When updating temporary IDs to permanent IDs, the Date of Birth and School fields must be an
exact matctfor the merge to be successfulheFirstName and_astNamefields must at least be a
close match.

6. SelectSave

PrintingPrelD labsl

PrelD labelsHigure32) arenot required for student testing. However, &D labels may be used for non
testing purposes if desired, such as affixing to student folders or using as student name cards.

Districts and schools can print labels for students not included in the original PrelD upload for a given
administration, such as students who transferred to a school after the PrelD upload.

© Cambium Assessment, Inc. 23
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This task requires the %'2" label stock. You can print on partially used label sheets. TIDE generates the
labels as a PDF file that you download and drioin your browser.

Figure 32. Sample PrelD Label

SPRING 2015 ALGEBRA |

STUDENT, DEMOO L
DISTSCH: 890000
DEMO SCHOOL 8000

GRD: 11 GEM: F D:OB: OR/0a/M1282
1D X 18084 RACE: B HISPILATING: N
Cn-Demand

P5LA5LY 45L100L2 k

1. From theStudent Informationtask menu on th& IDEdashboard, selectiew/Edit/Export Student
Test Settings and Toal3 heView/Edit/Export Student Test Settings and Topiage appears.

2. Retrieve the students for whom you want to print test tickets by filling out the search criteria and
selectingSearch

3. Select the columnémdings to sort the retrieved students in the order you want the labels printed.
4. Specify the students for whom labels need to be printed:

A Toprint labels for specific students,ark the checkboxes for the students you want to print.

A To print labels for &ktudents listed orthe page, mark the checkbox at the top of the table.

5. Selec1 BV, and then seledly Selected PrelD Labels

6. Inthe new browser window that opens, veri®yelD Labelss selected in thérint Optionssection
and a model appears for selecting the start position for printing on the first géigere33).

7. Select the start position you require.

The sart position applies only to the first page of labels. For all subsequent pages, the printing starts
in position 1, the uppeteft corner.

8. SelectPrint. When printing PrelD labels, make sure Print to Fit is unchecked.

Your browser downloads the generateDIP.
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Figure 33. Layout Model for PrelD Labels

N

[
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CHRENRER R S

o

Viewing reports of students who have transféenred

Users can view reports of students who have transferred into theool or districby following the
steps below.

1. From theStudentinformation task menu on th& IDEdashboard, sele$tudent Transfer In Report
TheStudent Transfer In Repopage appears.

2. Enter search criteria.
3. SelectSearch
The report appears, displaying students matching the deariteria.

Viewing reports of students who have transfemued

Users can view reports of students who have transferred out of thehiool or districby following the
steps below.

1. From theStudentIinformation task menu on th&@ IDEdashboard, selec®tudent Transfer Out
Report TheStudent Transfer Out Repopage appears.

2. Enter search criteria.
3. SelectSearch
The reportappears, displaying students matching the search criteria.

Managng Rosters

Rostersare groups of students associated with a teacher in a particular sdRosterdypically
represent entire classrooms in lower grades, or individual classroom periods in upper ¢tadess
can also be created for special courses across grades or to group students who need extra support.
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Therostersyou create irTIDEare alsoavailable irthe Reporting SystenTheReporting Systeroan
aggregate test scores at thesasterlevels.You can also ugestersto print student settings and tools

Since teachers are responsible foe growth and development ai (i dzR $kiflset§itis importantfor
teachersto be able to analyztheir & (i dzR Beyfaindatze datato adjusttheir teaching strategies
accordinglyForteacheisto view this information the students must be included inrasterassociated
with eachteacher.Hence rostersare recommendedor all teachers who are respsible for teaching an
academic subject.

When creatingosters follow the guidelines below:

Rostes should ideally include about 280 students. If aosteris too large or too small, it may affect the
credibility and usefulness of the dat&ailable from the Reporting Sgsh.

One or moragostersmay need to be created depending on the subjects taught by a teacher. For
example, if a group of Grade 3 students have the same teach&lfdMathematcs, and Science, then
separaterostersdo not need to be created for each subject. However, if different teachers are
responsible for teaching different subjects then sepanratgtersneed to be created for each teaeh
and subject.

When namingosters a clear and consistent naming convention should be used that indicates the
grade, class name, teacher, period as applicable. For exampieraentary schoolostermay be
named¥r3Jone3-H nafd asecondary schogbster may benamedYikenPeriod3Eng®8-H n Q

There are a few restrictions to be aware of when creating rostessh usedefined roster can only be
associated with one schadtou can only createstersfrom students associated wittme schoo(s)or
district(s) associated with your user account

Addingnewrostersone at a time

1. From theRosterstask menu on th&@ IDEdashboard, selechdd Roster TheAdd Rosterpage
appears.

2. Select a school.
3. OntheAddRosterform (Figure34), add a roster name and select a teacher.
4. Decide how you want to add students:
A Quick Rostetab (search adds students automatically, manugdiyove students to edit)

- Use the Quick Roster tab to create a roster from a group of students. Once you select the
search criteria, all students who meet those criteria are automatically added to the roster

after you selecCreate Quick RostelYou can remve students manually by selecti X

next to individual students or seleRemove Alfrom the top of the grid. SelectinGave
creates your roster.

A Student Searchab (search finds students that you add and remove manually)
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- Use theStudent Searchab for a more traditional search function, including the option to
find specific students by ID or name. After you return results, s + >to add individuals or
selectAdd Allfrom the top of the grid.

Tip: To return fewer students, limit your search by adding more criteria. Exparntidtigional Fields
section to add student information criteria as available.

Figure 34. Add Roster Form

Add Roster
School Details
You are adding the roster to the School listed below. Te add a roster to a different School, click Change School
Change School

District: zzz Cambium Training District - 9999

School: 22z Cambium Training School2 - 99998889
Find and Select Students Roster Details

; . *Roster Name:
Search for students to add to your roster by using Student Search to find specific students or groups, or use Quick
Roster to quickly build a complete roster *Teacher Name: | — Select — ~
A roster works best with about 30 students, although you can have up to 500 active students on each roster.
Student Search | Quick Roster Selected Students (0)
Set at least ane search field to create a quick roster. Filter students l:l
Student ID Type
X REMOVE ALL  STUDENT NAME ENROLLED GRADE SSID DATE LEFT

| None selected v ‘

Enrolled Grade:

| None selected v ‘

Use Student Search or Quick Raster to add students.
District/Local Student ID Number:

+ Additional Fields

For a more specific quick roster, select additional fields to create your group

Save Cancel

5. Optiond: After results appear undeédelected Studentshange the information that displays about
students.

z

A Show more informationdrop-down: Select or clear additional columns under Available/Selected

Students grids.

A Use theFilterfield to limit students to thge who match the text you enter.
This keyword search only finds text in the grid. Be aware if you édter find students in 11th
grade, any content with the text1 will display. This could potentially pull in results you did not
intend to find.

After savingrostersmust be changed from thEdit Rosterscreen.

Modifying existingrostersone at a time

You cammodify rosters created by users lower than you in the hieraréhsequired.Oregon uses ser
definedRosters These areostersthat you create through thédd Rostempage orthe Upload Rostes
page. You can modify a usgefinedroster by changing its name, associated teacher, or by adding
students or removing students.

You can modify existingsters by performing the following steps:
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1. From theRosterstask menu on the TIDE dashboard, sel\éew/Edit/Export Roster The
View/Edit/Export Rostetpage appears.

2. Retrieve therosterrecord you want to view or edit by following the procedure in the section
éModifying existing reords one atatimé Ay GKS LYy GNRBRdAzOUGAZ2Y @

3. Inthe list of retrievedosters select #' | for the rosterwhose details you want to view. The
View/EditRosterform appears. This form is similar to the form used to atigtlents torosters

4. TheSelected Studentsst displays students who are currently associated withrtiger.

5. To add students, seard¢bind Students

A Select theStudent Searchab to add individual students manually.

A Select theQuick Ratertab to add a group of students and then remove individual students who
do not need to be on the roster.

"I Note: Each usedefined roster can only be associated with one school, so the search options do
not include a way to search for a school.

6. Toremove students, sele X next to individual students or seleRemove Alfrom the top of the
grid.

7. SelectSave and in the affirmation dialog box selggontinue

Figure 35. Modifying a Roster

Addingor modifyng multiplerostersall at once

If you have manyostersto add or modify you can do so through filgpload as shown in the section
6Addingor modifying multiple records at once A yhtragiuct®n.
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